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Lesson 1: Faculty Preparation
Best Practices in Media

While in Manage Files, review the size of all files such as PDFs, audio files, video files,
images, and PPTs. Very large files take time to download and will inhibit the optimal
performance of your course. Listed below are some best practices when utilizing media
in an online learning environment and suggestions on how to optimize your course
materials:

1. PowerPoint Files i the maximum size of a PPT should not exceed 3MB. If you
see PPT's in your Manage Files larger that 3MBs, please let us assist you.
Simply saving the PPT in a PDF format will cut the size in half.

2. Video Files i Video files should not be longer than 30 seconds or larger than
1500KB and they should not be stored within the learning environment. All videos
should be stored on the university's streaming media server and linked into the
learning environment for optimal viewing by students. The advantage of the
streaming media server is that once the students access the video, it is streamed
to them continuously instead of them having to wait for the entire video to
download before viewing. The media server is very efficient and designed to
support multiple users at any given time.

3. PDF Filesi the maximum size of a PDF should not exceed 3MB. If you see
PDF's in your Manage Files larger that 3MBSs, please let us assist you.

4. Audio Files 1 Audio files should not be stored within the learning environment as
it is not efficient for students to download audio files. We have the ability to
convert audio files into streaming audio format or MP3 format. Audio files should
below 60 seconds in length and 1500KB in size.

5. Image Files 1 Photos can be significant space hogs if not properly scanned and
sized. You may have several types of image files within your course:

1. Photos: Most jpg files should not exceed 114KB if placed within a PPT and
150KB if placed within a Web Page.

2. Line-art/Text: Most 'png’ or 'gif' files should not exceed 75KB if located within a
PPT and 85KB if located within a Web Page.

If you have any questions, or need assistance to optimize your files, please email us at
springboardhelp@uakron.edu

Ver. 2011.02.14 Page 3 pstrain@uakron.edu
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Lesson 2: Browser Requirements

It is essential that you use a fully supported browser and meet basic system
requirements in order to ensure satisfaction with your Springboard! courses. The table
below describes the supported browsers and system requirements for SpringBoard!

Supported Browsers

System Supported Recommended
Internet Explorer 7.0 and 8.0 e Internet Explorer 8.0
Windows FireFox 3.5 and 3.6 e Firefox 3.5
FireFox 3.0, 3.5 and 3.6 e FireFox 3.0
Mac Safari 3.1 and 4.0
iI0S 3 and 4 (Safari)
Mobile Web Android 1.5 and 2.1

Blackberry 6

Ver. 2011.02.14
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System Requirements

Component

Required

Recommended

Operating System

e Windows 98 or higher
¢ MacOS X

¢ Windows 98 or higher
¢ Mac OS X

Video Resolution

800x600 (minimum)

1024x768 or greater

Internet Speed

56K modem (minimum)

56K, DSL, or cable modem

Sun Java Runtime
Environment

v1.4.2_xx (minimum)

JRE v1.5.0_11 (version
5.0_11)

Java Script e
Cookies Enabled
Ver. 2011.02.14 Page 5 pstrain@uakron.edu
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Browser Settings in Internet Explorer

To change settings in Internet Explorer 6.0:

Click Internet Op

Click on Settings

[t et ent i an N et i e

Click OK.

‘ Check For newer versions
o
&Y & Every wisit to the page

e Every time you start Internet Explorer

 automatically
 Hever

From the menu bar, select Tools

tions

ed B

of stored pages:

—Temparary Internek files folder

Arnount of disk space to use:

Current location:  Cr\Documents and SettingsiharrisciLocal
Settingsi Temparary Internet Files!,

-1 [ izzs g e
VA
Mowe Folder... View Files, ., | Views Objects... |
oK I Cancel I

Move the cursor to the center frame area, Temporary Internet Files

In the top frame of the dialog box select the radio button Every visit

Ver. 2011.02.14

Page 6

pstrain@uakron.edu



SpringBoard! Creating Content The University of Akron

To change settings in Internet Explorer 7.0:

U From Internet Explorer click the arrow to the right of the Tools button

Select Internet Options

U Make sure you are positioned on the General tab. Click the Settings button
in the Browsing History section

U In the top frame of the dialog box select the radio button Every visit to the
page

i Click OK

r

%]

Temporary Internet Files

Internet Explorer stores copies of webpages, images, and media
for faster viewing later.

Check for newer versions of stored pages:
(3) Every time I visit the webpage
O Every time I start Internet Explorer
) Automatically
O MNewver

Disk space to use (3 - 1024MB): 1024 %
(Recommended: 50 - 250MB)
Current location:

C:\Documents and Settings\smfiLocal Settings\Temporary
Internet Files)

[ Move folder... ][ View objects ][ View files

History

Spedfy how many days Internet Explorer should save the list
of websites you have visited.

Days to keep pages in history: n |5

oK ] [ Cancel

To enable Java in Internet Explorer 6.0:

U From the menu bar, select Tools

U Click Internet Options

0 From the tabs at the top of the panel, select Advanced

U Under the Settings listings, locate Microsoft VM or Java VM (May vary
depending upon version)

U Click in the Java console enabled box

U Click in the Java logging enabled box

U Click OK

U Restart the computer if the Java console-enabled box has been checked.

Ver. 2011.02.14 Page 7 pstrain@uakron.edu
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To enable Java in Internet Explorer 7.0:

[t entAN et ent i ent A enti et

From Internet Explorer click the arrow to the right of the Tools button
Select Internet Options

Click the Programs tab

Click Manage Add-ons

Highlight Java Plug-in

Under fASetEnabhegs o cl i ck

Click OK, then OK again

To enable Java Scripting in Internet Explorer 7.0:

[ et enHEN anHEN et enH

From Internet Explorer click the arrow to the right of the Tools button
Click the Security tab

Click the Custom Level

Scroll to the AScriptiEmbl® sect.
Close and restart your browser

on of

Ver. 2011.02.14 Page 8 pstrain@uakron.edu
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Browser Settings in Netscape

To enable Java in Netscape:

[t et ent i an N et i e

From the menu bar, select Edit
Click Preferences
In the left-hand pane, go to Advanced
In the right-hand pane, click the Enable Java box

In the right-hand pane, also click the Enable JavaScript box

Click OK

Freferences

Categony:

[ Mavigator
Languages
Applications
.- Gmart Browsing

- Mail & Mewsgroups

[#- Roaming Access

[#- Composer

- Offline

£

R & dvancer

ences that affect the entire product

¥ Emnable Java
W Enable JavaScript

W Enahble style sheets

W automatically load images

¥ Enahble JavaScrpt for Mail and Mews

[T Send email address as anorprmous FTP password

To change the cache setting in Netscape:

[ et et BN ent N ent i et enH N

From the menu bar, select Edit
Click Preferences
In the left-hand pane, go to Advanced
Click the "+" to the left of Advanced
In the expanded tree, select Cache

Select the radio button marked Every Time

Click OK

Preferences

Categany:
[=- Appearance
i Fonts
- Colors
= Navigatar
Languages
Applications
.. Srnart Browsing
- M ail & Mewsgroups
#- Floaming Access
- Compozer
7 Offline
[ Advanc
[ Cac

[
[
[
[

ad
; che
- Proviss
SmartUpdats

Designate the size of the cache

The cache is used to keep local copies of fliequently accessed
documents and thuz reduce time connected to the network. The
Fieload button will slwayz compare the cache document to the network

and show the most recent ane.
temary Cache:

Disk Cache:

1024 KByples
TEED  KBytes

Clear tMemon Cache |
Clear Disk Cache |

Dizk Cache Falder: IC “Program Filez\Metzcapehllzershhaniscicac

Choose Folder... |

Document in cache is compared to document on netwark:

" Onge per sessian
& Every time
© Mever

Cancel Help

Ver. 2011.02.14
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Browser Settings in Firefox

To enable Java in Mozilla Firefox:

[t enHiN anHIN et

From the Firefox menu, select Preferences

In the left-hand pane, click Web Features

Make sure the Enable Java and Enable Javascript checkboxes are selected
Click OK

To change the cache setting in Mozilla Firefox:

i

From the Firefox menu, select Preferences

Click of the Privacy button and click arrow next to Cache

Click on the Clear Cache button then enter 0 (zero) KB of disc space for the
cache

Click the OK button

Quit and restart Firefox

Browser Settings in Safari

To enable Java in Safari:

From the Safari menu, select Preferences...

Select the Security icon.

Check the "Enable plug-ins", "Enable Java" and "Enable JavaScript"
checkboxes.

Reload the current page

To clear the cache setting in Safari:

cC C

Open Safari.

From the Safari menu, choose Empty Cache

In the warning dialog that appears, click on Empty

Visit the site again (by clicking the Visit button in iWeb) or reload the page in
Safari

Ver. 2011.02.14 Page 10 pstrain@uakron.edu
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Lesson 3: Access Your Course

Log In to Springboard!

e Go to http://springboard.uakron.edu.
e Login using your UANetID and password.

Left side of the screen:

Locker 1T work area for
students to store files

s

Navigation bar

y Home | Email | Locker | Schedule /

— —
SPHINGBOARD Springboard! - The University of Akron

Mo news.

Welcome, Instructor03!

My Settings: My Courses ﬂ

My Prererences
i PrEf?rEHEES v Instructor0l
v My Email Address

v Instructor02
+ My Password
v My Locker
v My Personal Homepage

& + InstructorQ3

v Instructorf0d4 Suzanne

v Instructor06 Suzanne
v Instructor0?

Updates

!

1 Mew Email Mes=zage

!

Events Each of the boxes (Welcome,

No Events Updates, Events, etc.) are called

Open my WldgetS

DesireZlearn

Ver. 2011.02.14 Page 11 pstrain@uakron.edu
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Right side of screen:

Indicates you have a
new message

N /

\ﬂ{el:nme, In5tru:tnrpé| Nowv 8, 2007
F 2 . The
(Lu:ug-:uut

Always logout of the system
when you are finished.

Access the Pager tool

Ver. 2011.02.14 Page 12 pstrain@uakron.edu
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Modify Preferences

1. The AMy Home Pageo is visible. This pa
you are teaching/enrolled in as well as news, preferences, calendar, and
email . Click the My Preferences link (located in the upper left corner).

My Home | Email | Locker | Schadula

SPHINGBOAR g Springboard! - The University of Akron

No news.

Welcome, Instructor03!

My Settings: My Courses @
+ My Preferences

- v Instructor0l
+ My Ermail Address

+ My Password
+ My Locker

v My Personal Homepage » Instructor0d Suzanne
v Instructor0s Suzanne

v Instructor0?
Updates ﬂ

1 New Email Message

No Events

v Instructord2
& v Instructord3

Desire2Learn

Ver. 2011.02.14 Page 13 pstrain@uakron.edu
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2. Select Appear Offlinewhi ch i s usef ul i f you are
want to respond immediately to pages or emails.
3. You may also modify your font (for your view only).

o Use the drop-down lists to select a font type and size
Click Save
o The Preview box displays a sample of your new font setting

4. If using a screen reader the Navigation bar auto-refresh should be

turned off.
General Paging Discussions Email Pager
li d ffi
Online Status: ﬁ ONLINE ’

S

avigation bar auto-refresh:

®on O off

Font Settings:

Turn off if using a screen
reader.

Face: |Verdana V| Size: |‘11 V|

Preview:

The quick brown fox jumps over the lazy doag.

Course CD-ROM: (Does not apply to Mac users)

Drive Letter:

Operating System:

Email Preferences Saved Successfully on Oct 30, 2007 9:25 AM

Ver. 2011.02.14 Page 14 pstrain@uakron.edu
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5. Click the Discussions tab to change Discussion preferences. You can
change the following discussion preferences: Discussion Topics Frame,
Search Bar, Search Bar Type, Topics List Type, View Type (Threaded,

Not threaded).

e Click the radio buttons next to your
selection

e Use the droplist to select a view type

e Click Save

Tip T If you have do not
have much experience with
the Discussion tool, then
you may want to revisit this
area after you have become
more familiar with it in order
to determine your ideal
preferences.

* Choosze a
<b=Default View
Type</b= from
the dropdown and
press the
«<b=Save=</b=
button.

+ To change your
settings, select the
<b=Show-=/b= or
zb>Hide=</b>
options and pr
the <b=Save</b>
button at the
bottom of the
page.

| General | Paging ‘ Discussions | Email ‘ Pager |

Picture
Library

Personal Settings

Home

Display Settings:

Default Meszage List View:

Message List Style:

Message Fields to Display:

Character Limits:

Reply Settings:

[[]Show the discussion topics list &
[]1show the search bar @
Show the preview pane &}

® Threaded view

O Un-threaded View @

® Grid style @

OReading Style &)

[[Message 1d &

[JLimit the number of characters of the subject to display in the Message List

Subject Characters to Display: I:I 7]

[¥]Include original message text in reply @)

Save

Ver. 2011.02.14
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6. Click the Email tab to modify email settings.

7. To create an email signature that will display automatically at the end of
messages sent from your email account:

o Type your email signature in the text box (include your name and any
important contact information)

¢ Click Save

General

Paging

Discussions

Email Options

Display Options

[]Track activity for mes=sages sent to internal email addresses

Email

[]Include original message in email replies

Copy external mail on all sent messages Add external email address

Save a copy of each outgoing message to the 'Sent Mail' folder

Fager

Picture
Library

'Reply to' Email Address: |

| @

Email Signature: [«]In HTML

&l va]

Show the Message Preview pane

Show the Folder List pane

[[JMark messages as read when viewed in the Message Preview pane

Show internal email addresses in the Address Book

Show external email addresses in the Address Book

[#] Allow filtering messages and contacts on group enrollment

Forwarding Options

[[]Forward incoming messages to an alternate email account

Email Address

forward and delete from the Inbox folder &2

forward and mark unread in the Inbox folder &2

forward and mark read in the Inbox folder &2

Save

Ver. 2011.02.14
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8. Click the Paging tab to limit or expand the number of search results you
see for each tool.
¢ Use the drop-down list to select the desired value

e Click Save
| General | Faging | Discussions | Email | Fager
Reset Paging value for:

Classlist: |— Please select a value — V|
Classlist - Add Participant: |- Please select a value — ¥ |
Dropbox: |— Please select a value — V|
Grades: |— Please select a value - V|

Manage Courses: |— Please select a value — V| %
Quizzes Attempts: |— Please select a value — V|
Registration List: |— Please select a value — V|
Surveys Participants: |— Please select a value - V|
Surveys Results: |— Please select a value — V|

Home General Preferences Saved Successfully on Oct 30, 2007 9:32 AM

Ver. 2011.02.14 Page 17 pstrain@uakron.edu
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1. Click the Pager tab to receive visual notification when someone pages you and
select your pager sound.

Turn the pager icon on or off

Choose a pager sound from the options
Click Save

You will hear the sound the next time you
receive a page

General Paging Discussions Email

Pager Settings:

Incoming page Icon: (5) on O off

Incoming page Sound: ™y ng noise

(=) Alarm Ok
(O Ring 1 OEd
(") Bleep Bleep W
() Ring 2 > |
() Ding Dong E
() Pager 1 Ckd
O Beep (>~
() car Alarm Activation [T

() Car Harn ﬁ

Tip T If the pager icon is
Off, you will still receive
incoming pages. However,
you must check for pages
manually by clicking on the
pager and selecting from
the list.

Paging Preferences Saved Successfully on Oct 30, 2007 9:34 AM

Ver. 2011.02.14
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Course List

In the center of the page you will see all courses that you are enrolled in as faculty or
student. If a course is missing from this list contact the Springboard! headquarters at
springboardhelp@uakron.edu.

Select your course from the course list.

My Home Email Locker Schedule Blog Competencies LOR

Desirez.-‘_earr?.ac D2L Demonstration Site
Innovative Learning Technology

Welcome Box (A News ? User Guides (2]

To help you with any instructor related
» Welcome ]
Welcome, Instructori?! % questions, please feel free to read our
» . - ) ;
. DesweZLearr'?ﬂ Teaching with D21 v8.2 guide. It will
My Settings: _ walk you through any steps and hopefully
+ My Preferences Welcome to your Desire2Learn Online courses! answer any questions you might have.
My Email Add . ] ) .
' T === To see the courses that you're enrolled in, click the & button beside the For student related questions, please
» My Password name of your organization. refer to our Learning Aids listed below:
v My Locker Next, click the name of the course that you want to visit. Locating a Course
+ My Personal Homepage Course Content
Taking & Quiz
Classlist
-] oy yourcoursest Esornces
RN Email
o Even e — LiveRoom
Dropbox
Open m Events Lropoox
pen my [EECH Fager
My D2L Demonstration Site Courses Locker
Grades
Demo Eeedback/Survey
El The University of Akron / Accessibility

Checklist
& » Instructor17 Test Course Discussions

My Admin Tools (~)

Course Related

+ Manage Competencies

Learning Object Repository
+ Upload to LOR
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Lesson 4: News

The News tool can be used to communicate updates, changes, and new information to
your course participants quickly and effectively. The News tool is located in the middle
of the course home page. Since this is the first page that the student will see when they
enter the course, the News tool is a great way to display pertinent information for your
course.

The News tool can also be updated regularly with:

Pictures, quotes, news stories, etc.

URLs which may be of general interest

Online agendas outlining online weekly activities

QuickLinks to various updated areas of course site (new content, survey,
quizzes)

Too oo oo o

Because News is typically the first thing that a student sees upon logging into the
course, itis recommended that News be updated regularly to keep students
engaged in the course.
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Create a News Posting

1. Click the Add button at the top of the News widget (on the course home page)..

2. The New Item page displays. Type the posting headline in the Headline field.
3. Type your posting text in the Content field. You can also use the HTML Editor

@, Spell Check ¥ and Preview ¥ icons to create text in HTML format and
check it.

4. Select the posting availability date using the Start Date and End Date drop-down
list or by clicking the Select Date icon & beside the drop-down list.

5. By default, the date will not appear beside the headline. If you want the date to
appear by the headline, select the Show Start Date checkbox.

6. If you want to specify a removal date for your news posting, select the Remove
News Item based on End Date checkbox and specify an end date. (Course
instructors and administrators will still be able to see the posting after this date,
but it will be invisible to course participants.)

7. To add an attachment, click the Browse button in the Attachments section,
locate your file and click Open.
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= A New

E;él News Item

o Go Back Save and New | Save |
General

* Headline: |Room change for Friday!

* Content: [ |In HTML -

We will be in Bierce Library Room 61 on

Friday, November 30.
\\ You can cut and paste from
Microsoft Word and all

formatting will be retained.

Availability

Show Start Date: [ | Show Start Date Beside Headline

Start Date: | November |8 w|2007 [ -
| MNow
at|s5 v |06 v |PM »

End Date: [ ]Remove News Item based on End Date

at

Attachments

Add a File

Additional Release Conditions

You must first save the News item before you can add Release Conditions.

o Go Back Save and New | Save |

8. Click Save.

Your news posting appears on the course home page on the date that you selected. If
you selected Show Start Date, the date of the posting appears beside the headline.
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Lesson 5: Learning Tools Overview

My Home Email Locker Schedule Blog

-
| ll}{"~ Thstructori/ Test Course

)

Course Home Content Discussions Dropbox Quizzes Classlist Grades Competencies Glossary Rubrics Self Assessments

] Change Order m

»Welcome Edit Welcome, Instructorl?!

No Events

Updates @

0 Mew Email Messages

0 Mew Dropbox
Submissions

0 Unread Discussion

My Settings:

+ My Preferences

+ My Email Address

+ My Password

+ My Locker

+ My Personal Homepage

‘WELCOME....

i Tere Thmmoerms me 8 romr _ 2 smumesssmenrs sseramms s we s

You will find several tools listed in the navigation bar of your course. Seven key tools
are summarized in the chart below.

Seven Fundamental Learning Tools

Tool Definition

Classlist Provides a list of students currently enrolled in your course. The Classlist is
automatically updated from our PeopleSoft system.

Content Main delivery point of course content. Divided into Modules and Topics of
content you have created. Access to documents such as Word, Excel,
PowerPoint, movie or audio files, and links to the other course tools can be
placed here.

Dropbox Individual learners and groups can submit assignments to various
dropboxes within a course. Assignments can also be downloaded with
appropriate naming conventions as a zip file for offline review. Instructors
can instantly email all learners that have not submitted their assignments.

Quizzes Questions of various styles and difficulty levels can be created, stored, and
organized into a consolidated question library. Instructors can randomize
their questions, edit quizzes one at a time, preview and grade students'
attempts.

Email A fully featured email system .
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Discussions | Used for online discussions between you and your students or
between groups of students. After setting up a Discussion Forum
(major categories), you can create individual topics within the forum
for discussion. Students can post messages in a 'threaded'
discussion. Students can also attach documents to their messages
making the Discussions tool an excellent place for students to work
on group projects.

Grades
Allows you to establish a sophisticated online grade book. Items in

the grade book can be tied to other tools such as the Dropbox and
Quiz tools so that a grade entered in one of these tools is
automatically updated in the grade book. Question items from the
Quizzes tool such as multiple-choice, true/false, matching, ordering,
etc. can be set to grade the items automatically and then update the
grade book.

Ver. 2011.02.14 Page 24 pstrain@uakron.edu



SpringBoard! Creating Content The University of Akron

Lesson 6: Manage Files

The Files tool is the file management system for your course. We recommend that you
create folders and sub-folders to organize your files. Then, you will use the uploaded
files to create the content modules for the course.

Access the Manage Files area by clicking the Edit Course link on your course
navigation bar, then click Files.

Welcome, Instructord2 | Mov 7, 2007

[Eﬁlg-ﬁ‘!t}

Surveys(| Edit Course [JLogout

Click Edit Course to
access the Files area.

Course Admin Tools - Instructor03

Tools Click Files

@ Course Offering Information

Edit the Course gring name or code, change the colors used for this Course
Offering, c Ae the location where files are stored, or modify other settings.

Upload and delete files, create folders to organize files, or create content topics
from file=.

‘_"J Groups
Set up, edit, or enroll users in groups; create group work areas.

ﬁ Homepages

Select a homepage to use for this Course Offering,*edit the appearance of the
current homepage, or create custom widgets for the homepage.

4:!"' Trrmmrk  Fummart I amr Tarmnanante
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Create a New Folder

1. Select the Edit Course link.

2. Select the Files link.

3. If you are creating a sub folder, click the folder name where you want to add a new
folder.

N —
o Up x; cut [ Copy % Paste m’ Delete c_l Hewp Upload ﬂ Zip@ li”!:re;ai:e topics
e
% Learning Object Repository @ Help
0 files, 0 folders selected I
EIR TS, L7 S AR T AL
[] Folder/File(click folder/filename to open/preview) Size Type Last Modified
[ Clhi sue B Nov 7, 2007 11:38 AM
[0 Climages Bl Nov 7, 2007 9:24 AM
O DTraininchntent B Nowv 7, 2007 2:58 FM
[ |a Macvlounging2.qif B2 93 KB Image Nov 7, 2007 3:12 PM
[ |a| Patches.ipg % f2 72 KB Image Nov 7, 2007 3:20 PM
[ |a| Winter.ipg B2 106 KB Image Nov 7, 2007 3:11 PM

4. Click the New icon “ in the navigation bar on the right side of the page. A pop-up
displays.
5. Type the new folder name and click OK.

Script Prompt: oK
_Crcd_|

Flease enter a name for the new folder:
Cancel

|A55ignmerrt5

6. The new folder appears in the directory structure on the left side of the page, in the
location where you chose to create it.

Fiup $cut (7 copy [ Paste [i] Delete

i3 'Learning Object Repository

0 files, 0 folders selected

1 /content/InstructorD3/

[[] Folder/File(click folder/filename to open/preview)
W amE

¥ 1 hi sue

|:| D Images

¥ DTrainingcuntent

[ s MacyLounging2.gif

[] |al Patches.ipg

[ |as| winter.ipg

Total: 4 Folders 3 Files

Ver. 2011.02.14 Page 26 pstrain@uakron.edu



SpringBoard! Creating Content The University of Akron

Delete a File or Folder

1. Select the Edit Course link.
2. Select the Files link.
3. Select the checkbox beside the file or folder that you want to delete.

al

4. Click the M icon in the navigation bar.

O

5. Click OK in the confirmation message.

6. The selected file or folder is deleted.
7. To delete multiple files or folders, select the corresponding checkboxes beside
the files or folders and click the Delete icon.
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